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Transition to ePLACE On-Line Permitting 

 All Facilities newly subject to the Operating Permit Program will apply for 

their initial Operating Permit through ePLACE Effective October 1, 2017. 

 All Facilities due to renew their current Operating Permit shall apply 

through ePLACE effective October 1, 2017. 

 After entry of a new or renewal application, all subsequent renewals or 

modifications will be on forms that are pre-populated with facility data 

making subsequent applications easier to complete. 

 Any facility whose Initial or renewal application for an Operating Permit has 

NOT yet been approved in ePLACE must file Administrative Amendments, 

Minor Modifications or Significant Modifications using the current paper 

forms until such time as a renewal is approved through ePLACE. 
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How to Apply 

• Create or log into your 

account in eLicensing 

• First time users click here 

• Be sure to provide full 

name, address and 

contact information when 

setting up your account. 
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File an Online Application 

• Click here to start 
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File an Online Application 

• Read and accept  the Terms and Conditions 

• Click the checkbox and click “Continue” 
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File an Online Application 

• Click on “Energy and Environmental Affairs” and “Apply 

for a DEP Authorization” 
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File an Online Application+` 

• Select AQ14/12 Operating Permit Application and click 

“Continue Application” 
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Facility Information 

• Search for an existing 

facility by entering the 

name or address and click 

on “Search”. 

• If not found, click on 

“Clear” and search 

different or fewer criteria 

• If still not found, add as 

new by typing in the 

facility information as 

required (see red asterisk) 

8 



EEA ePLACE Portal 

Facility Information 

• Based on what you have 

searched for, a list will be 

returned with all possible 

matches. 

• Click on the button to the right 

of the facility you are seeking 

and click “Select” or  

• Click “Cancel and search 

again 

• When you’ve added your 

facility information, click 

“Continue Application” 
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Facility Information 

• Add owner 

Information 

 Click “Look Up” to find 

Facility Owners already 

registered with DEP 

 

 Click “Add New” if the 

facility owner is not 

already registered with 

DEP 
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Facility Information: Owner Lookup 

• If you chose to look up the owner: 

 Search for the owner by adding the name or other information then clicking 

“Look up” 

 If your owner does not come up, click “Clear” and try again 
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Facility Owner: Add Owner 

• If you clicked “Add 

Owner” 

 If the owner information 

matches your login 

information, check the 

“Use Login Information” 

box 

 Indicate if the owner is an 

individual or an 

organization 

 Provide all information in 

the new window that 

opens  

 Click “Continue” 
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Owner Information 

• You will see a message saying “Contact added 

successfully”  

• Click “Continue Application” 
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Operating Permit Application 

• Indicate if this is an initial operating permit application or 

a permit renewal 

• Click “Continue Application” 
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Facility Related Information 

• Provide the Standard Industrial 

Classification (SIC) Code: 

• For more information about SIC codes, go to: 

https://www.osha.gov/pls/imis/sicsearch.html 

• Provide the North American Industry 

Classification System (NAICS) 

Code:  

• For more information about NAICS codes, go to: 

https://www.census.gov/eos/www/naics/index.html 

• Give a brief description of your 

facility 

• Scroll down 
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Facility Related Information 

• In this section, identify the 

reasons why this facility is  

applicable to 310 CMR 7.00, 

Appendix C 

 Choose your categorical inclusion 

(including additional categories not 

listed) 

• And/ Or 

 Indicate if the facility has emissions 

listed under “Applicable Pollutants” 

that exceed or equal the listed 

levels 

• Click “Continue Application 
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Applicable Requirements by Emission Unit 

• Identify the applicable requirements by emission unit. Click “Add a 

Row” to start.   

• This is a high level summary or of state or federal regulations 

applicable to each EU 

• Permit requirements by emission unit will be added later 

17 



EEA ePLACE Portal 

Adding Rows 

• When you click “Add a Row”, a window opens 

• Provide all applicable information 

 You must answer all questions indicated with a red asterisk in order to continue 

 You must provide all relevant answers to questions not marked with a red asterisk 

• Click “Submit” 

• You can also edit exiting rows in tables by selecting them and clicking 

“Edit Selected” 
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Applicable Facility-wide Requirements 

• Do the same for facility-

wide applicable 

requirements 

• Click “Add a Row” to list  

each applicable state or 

federal requirement 

 Consider both the example list provided 

as well as any federal facility-wide 

requirements as may be applicable 

under the Clean Air Act 
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Alternative Operating Scenarios 

• If you plan to include alternative operating scenarios, 

click YES. 

• NOTE- Follow the instruction below for including 

Alternative Operating Scenarios.  

 For example if EU#1 which normally operates on Gas and you wish an Alternative Operating 

Scenario to include some oil use, Label that scenario as EU#1B in the emission unit table and 

complete all application info for that emission unit as if it were a separate physical unit 
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Emission Unit Overview 

What you enter in the Emission Unit Overview table will determine 

which application pages you will be presented. 

• Click “Add a row” to the “Emission Unit Overview” to get started and list all 

subject emission units 
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Insignificant Activities 

• Answer Yes or No to indicate which insignificant activities 

are performed at the facility.  
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Activities that Are Exempt from Title V 

• Finally, list all of the activities at the facility that are exempt from Title 

V. Click “Add a Row” to get started. You will need to pick the basis 

for exemption from a drop down list 

 

 

 

 

• By proposing that these emission units or activities are exempt, you 

are making an affirmative declaration that the emission units or 

activity is not otherwise subject to an applicable  state or federal 

requirement. 
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Equipment Detail Tables 

• The next pages of the application will include pages to provide 

details for specific equipment types. The number of pages shown 

will be based on selection made in the Equipment overview table. 

• There is a page for each of the following equipment types: 

 Fuel Utilization 

 Process 

 Storage 

 Incineration, 

 Miscellaneous 

• Each page asks for the following: 

 Description of the specific equipment or activity (make/ model/ max capacity) 

 Material or Fuel used 

 Date of Installation and DEP Approvals for each piece of equipment 
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Fuel Utilization Emission Units 

• Click “Add a row” to 

start each table for 

each emission unit in 

each table 

 Fuel Utilization Equipment 

 Fuel Used 

 Fuel Equipment Approvals 

• When all tables are 

complete, click 

“Continue Application” 
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Process Emission Units 

• Click “Add a row” to start 

each table for each 

emission unit in each 

table: 

 Process Equipment 

 Maximum Process Rate 

 Process Equipment Approvals 

• When all tables are 

complete, click “Continue 

Application 
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Incinerator Equipment 

• Click “Add a row” to start 

each table for each 

emission unit in each 

table: 

 Incinerator Equipment 

 Incinerator Equipment Detail 

 Incinerator Burner Details 

 Incinerator Approvals 

• When all tables are 

complete, click “Continue 

Application 
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Liquid Organic Material Storage 

• Click “Add a row” to start 

each table for each 

emission unit in each 

table: 

 Tanks 

 Material Stored 

 Tank Approvals 

• When all tables are 

complete, click “Continue 

Application 
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Miscellaneous Emission Units 

• Misc. Emission Units include 

such things as landfills. 

• Click “Add a row” to start each 

table for each emission unit in 

each table 

 Misc. EU/Activity Description 

 Misc. Approvals  

• When all tables are complete, 

click “Continue Application” 
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Pollution Control Devices (PCD) 

• Click on “Add a Row” to the PCD equipment table to 

describe each piece pollution control equipment 

• Click “Continue Application” when the table is 

complete. 
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Stack Information 

• Click “Add a row” to start 

the table where you will 

describe each stack at 

your facility 

• Add a separate row for 

each stack 

• Click “Continue 

Application” when the 

table is complete 
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Allowable Emission Rate and Emission 

• On this page, you will list all of 

the specific allowable emission 

rate and short and long term 

emissions by pollutant for each 

emission unit. 

• The allowable emission rate is  

defined in regulations or 

previous plan approval. 

• If a pollutant from any 

emission unit is not limited by 

permit or regulation, input the 

maximum potential emission 

rate and emissions.  

• Click “Continue Application” 

when both tables are complete 
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Applicable Requirements 

• On this page, you will list all of 

the specific applicable 

requirements  each emission 

unit. 

• Applicable Requirements are  

defined in state or federal 

regulations or previous plan 

approval(s). 

• Applicable Requirements 

could include (but are not 

limited to) limits on fuel use, 

raw material or work practices.  

• Applicable requirements for 

Recordkeeping, Testing 

Monitoring and Reporting will 

be detailed in the next pages. 
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Applicable Requirements 

• Add and edit rows for 

each table to provide 

complete information 

about: 

 Fuel use limits 

 Operation and Production Limits 

 Control Device Performances 

 Other requirements 

• Click “Continue 

Application” when the 

tables are complete 
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Applicable Requirements (continued) 

• On this page detail the applicable 

requirements for Recordkeeping, 

Testing, Monitoring and 

Reporting  

• You can also propose to 

streamline compliance 

monitoring. If you are not 

proposing any streamlining 

please enter one line with “NO” 

to the three questions provided. 

• Add and Edit rows to each table 

to provide complete information 

in each table 

• Click “Continue Application” once 

the tables are complete 
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Non-applicable Requirements 

• You must identify non-

applicable requirements for 

purpose of the “Permit 

Shield”.  

• Add rows to identify all 

applicable requirements 

that you have determined 

do not apply and provide a 

reason that they do not 

apply. 

• Click “Continue Application” 

when the table is complete. 
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Total Allowable Emissions 

• Provide information for 

each Facility Allowable 

Emission 

 Select each air contaminant and 

click “Edit Selected” 

 Identify if the allowable is 

based on an existing applicable 

requirement, calculated 

potential to emit or is proposed 

 Add rows for additional 

pollutants if necessary (Other) 

 If there is no enforceable permit 

or regulatory limit on a specific 

pollutant, enter the total 

potential emissions 
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Other Facility-Wide Limits 

• Describe any other facility 

wide emission limits not 

otherwise included in the 

previous pages of the 

application 

• This is a free text field of 

up to 4000 characters 

including spaces 

• Also describe how 

compliance with this limit 

will be determined 
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Compliance Certification and Plan 

• Answer the questions regarding 

the compliance status of the 

facility. 

• In the next table “Add a row” for 

each emission unit that needs 

to be brought back into 

compliance 

 You will need to attach a 

compliance schedule to your 

application 

• You can leave this table blank 

of there are no compliance 

issues at the facility. 

• Click “Continue Application” 
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Attach Documents 

• Upload all required 

documents for your 

application 

 The required documents will 

be listed on the application 

• To begin attaching 

documents, click 

“Browse” 
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Attach Documents 

• A “File Upload” window 

opens 

• Click “Browse” 

• Choose the file(s) you 

want to attach 

• When all files reach 

100%, click “Continue” 
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Attach Documents 

• Provide a description of 

each document that you 

uploaded 

• Click “Browse” to add 

more documents 

• When all documents are 

uploaded and described, 

click “Save” 

• Click “Continue 

Application” 
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Attach Documents 

• You should see a 

message that you 

have successfully 

attached documents 

• Review the list of 

attached documents 

• When ready, click 

“Continue 

Application” 
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Permit Fees 

• If you are Renewing an existing Operating Permit, there 

are no permit fees. Skip to slide 48 for Review and 

Certification steps. 

• If you are applying for an initial Operating Permit the 

permit fee is determined by formula based on equipment 

counts and actual emission of certain air contaminants. 

See 310 CMR 4.0 for details on the fee calculation.  
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Fee Calculation 
• Provide the # of emission units without add-on air pollution control equipment 

• Provide the # of emission units that have add-on air pollution control    

equipment 

• Do not include exempt or insignificant emission units 
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Fee Calculation 

• Edit each row to indicate the actual emissions for each pollutant 

listed. 

• Enter both the total facility emissions (including exempt activities) 

and the Exempt activity emissions alone 

• Use the actual emissions for the calendar year preceding the year in 

which you are completing the application 
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Special Fee Provision 

• Leave blank and click 

“Continue Application” if 

special fees do not 

apply to your situation 

• If you have a Special 

Fee Provision (e.g., you 

are a municipal 

employee), check the 

appropriate box and 

provide requested 

information 

• Click “Continue 

Application” 
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Signatory Authority 

• On this page, identify the 

Facility Owner name, 

they type of organization 

(e.g. LLC, Corporation) 

and the Total of the 

person who is the 

Responsible Official for 

the organization 

• Click “Continue 

Application” 
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Review and Certification 

• For purpose of Review, 

the entire application is  

shown on a single page 

for your review 

• If edits need to be made, 

click “Edit Application” 

• Otherwise, continue to 

the bottom of the page 
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Certify & Submit 

• The Responsible Official must 

log in for final review and 

Certification. 

• The name of the responsible 

official will appear in the 

Applicant Information box 

when they are logged in. 

• The Responsible Official must 

read and agree to the 

certification language provided 

by clicking on this box 
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Application Fee 

• If renewing the Operating 

Permit Skip to Slide 54 

• For an Initial Application 

both online payment and 

pay by mail  are available 

• Online payment will 

require a service charge  

• Click the appropriate box 

to begin 
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Pay Online 

• If you choose “Pay 

Online”, you will be 

brought to this 

screen 

• Provide all payment 

and billing 

information 

• Accept the terms 

and conditions 

• You will be e-mailed 

a receipt 
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Pay by Mail  

• If you chose pay by mail, 

check your e-mail for 

instructions 

• We will not review your 

application until we 

receive payment 
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Submission Successful! 

• When you submit your 

certification you will 

receive this notice. 

• You will also received a 

Record ID so you can 

track the status of your 

application on line 

• Go to your “My Records” 

page to see the status of 

an application 
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Questions? 
• For technical assistance, contact the ePlace Help Desk Team at (844) 

733-7522 or ePLACE_helpdesk@state.ma.us 

• For other questions, contact your regional office. You can lookup your 

regional office and their contact information at: 

http://www.mass.gov/eea/agencies/massdep/about/contacts/find-the-

massdep-regional-office-for-your-city-or-town.html 
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